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APPLICATION FOR RECORDS RETENTION SCHEDULE 

pplication Date 

pplication Number 

-. - ~~ 

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this'for4 Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenuk, Atlanta, Georgia. 30334. 

Application Number Department of' Education ' 

Oftice. o f '  Vpcational Education' 

Atlanta, GA 

- 
Division o f '  Vocational Program &magemengate 0l-\71. R a c e i d  Dmn Completed 

mN .8 1982 lFEB 1 1982 
~~~ ~~ ~~~ ~~~ ~~ . ~~ ~ ~~~~~ ~ 

Attention: Scheduling Section. 

I FOR RECORDS MANAGEMENT USE FOR AGENCY USE 1 I .  ~ c y ~ d d r e s r  

.. Deter of Series 
iarlien Latest 

5. R.aords Series T i l e  (followed by title u& in office; if different1 

1977  1 To Date 
i. Division and Office Function 

I Application for Coastal Plains Planning Commission Funds F i l e s  -- 
What is the function of the Division and the Office in which this record series i s  created? 

- No C h a n g e  

I. Record Sarier Dawiption 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if any]: 
Attach samples of the file. 

Included are: 
No Change - 

File is arranged: 

- __ -I_- 
B. Monthly Reference Rate 

One to six months old 

How often are records referred to *%ich are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

I twenwfive mc_nths and older - 7 -  
8. Annual Rote of Accumulation of Rmrdr 

Letter-size drawers ; Legal-site drawers ; Shelves : Other lrpscifyl 

. + 
R-56-71: Rev. 76  -. (0-1 . 



c 

ES NO 10. ac*innaire (Place an "X" in the proper column) 

X 
a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, Fte law or regulation. 
If not. where is  it? 

1 1. I 

noneortwo 

qetention Requirements The following requires the series to be kept: 

e. State Lew years. d. Audit period years. 
years. e. Administrative need years. 

years. 
b. Statute of limitation 
c. Federal law * 5  years. f. Federal retention instructions 

Attach copy or excert of laws or regulations. Explain administrative need. P .L.93-380, Sect 510;2%%bok?$34; 
*Five years after submission o f  final expenditure report and until any litigation 

*5 

claim, negotiation, audit or other action in process shall be completed and resolved 
except equipment and real property records must be held for three years after 
disposition, replacement or transfer. 

2. Approved Dimsition lnrtructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; 0 Fiscal Year: B Other Federal Fiscal Year then, 

IXI Hold in the current files area ~ monthld 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 

0 Other (Specify) 

5 yearls); then 
year(sl; then 

year(s1; then 

Transfer to State Archives for permanent retention. , 

These instructions apply to all prior and future eccumulations of the series. 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: Schedulinq Section. 

FOR AGENCY USE 

C u r t i s  Kinaslev 

1. Agency Address FOR RECORDS MANAGEMENT USE 

Department of Education 
Office of Vocational Education 
Division of Date Completed 
Atlanta,  Georgia MAR 2 1981 I MAR 1 I 1981 

. . ~ ~~ ~ ~~~~~ 

Working Title Telephone Number 
Coordinator 65 6-2 550 

b. 0 Dispose of present accumulation; no further accumulation anticipated. 

~ 

5. Records Series Title (followed by title used in office; if different) 

~ ~ 
~ . . ~  ~~ ~ - 

What i s  the function of the Division and the Office in which this record series i s  created? 
-! 

The Division of Vocational Program Management provides d i rec t ion ,  po l ic ies  and procedures 
for  development and delivery of Vocational Education; coordinates with local  school 
s y s t e m s  and the federal  government i n  a l l  areas of vocational education including budget 
preparation; a l locates  grant funds and approves disbursement; provides technical 
ass i s tance  i n  program development; .provides l i a i son  and coordination i n  planning and 
management of vocational programs; recommends c e r t i f i c a t i o n  standards and s t a f f  develop- 
ment a c t i v i t i e s .  

I -- 
7. Record Series Description 

Documents relating to: 

This f i le  contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. - 9 leer\ 

Requestin@ oas ta l  Plains  Capital or Program improvements 

included are: Project appl icat ion showing funding sourced and related funding information; 
federal  ass is tance forms; r e s u l t s  of State-level review; A-95 information; 
project information; service area information; supporting documentation 
and attachments. 

~- __-- _-  ..~ ._ . .. . . ___ 
8. Monthly Reference Rate 

9ne to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old ----; 

twenty-five months and older ? I- 9. Annual Rate of Accumulation of Records 

Letter-size drawers - --: Legakize drawers ; Shelves ! Other (specify) __ - 
~ 

~ 

AR-50-71: Rev. 76 (OW) 



in the proper column) ~.~ -~ - 
a. Is  this the official copy of the series? , .~ 

.. b. Does the series contain confidential information requiring security handling? If yes, 4 t e  law or regulation. 1 11. I 

.. < . .~ ~ 

term research value? - __ 
e. When one or two documents in the f i le make it necessary to.keep the entire file for a long period, could these 

Dublished? If ves. illtach CQDV. . 

or agency? 

recorded in a summarized report? 

-..__.___ ----_p-.l ~ , 

i t L ~ g ~ a d y m i w ~ f i I m e d ?  
r i s  r& in a comwter D rintout? - _. ~~_-  

qetention Requirements The following requires the series to be kept: 

a. State Law -- . years. d. Audit period years. 
b. Statute of limitation -years. e. Administrative need - __ .years. 
c. Federal law -~ ~ ~ --years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. I 

_ ~ _  - L. _ _ _ _ _ _ ~  
12. Approved Disposition Inslructions This agency recommends that the f i le  series be cut off a t  the end of each: .~ 

then, 
~~ 

0 Calendar Year; 0 Fiscal Year; Other - . 

, .  

0 Hold in the current files area -_-month(s) 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold ~~ .yearb); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
H Other (Specify) 

yearb); then . ,  

year(s); then 

Upon completion of pro jec t ,  'remove from ac t ive  f i l e  and place i n  inact ive f i l e ;  cut  off 
inact ive f i l e  a t  end of each Fiscal  Year; then t r ans fe r  t o  S t a t e  Records Center; hold f o r  
f ive  (5) ye'ars; then destroy. > , I  . I :  

, I  I . : 

, ,  ,:: ' - 

. .  

These instructions apply to all prior and future accumulations of the series. 

graph 12 are appro 


